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A schedule for annual reviews will be made between Workforce Services Division Staff and Program 
Integrity staff and communicated to the subrecipient in an appropriate amount of time to collect and 
provide materials needed for the review. Scheduled dates for the annual may be tentative and subject 
for rescheduling.
 
Workforce Services Case File Review Process 
Program Integrity and Workforce Services staff will generate a monitoring sample for their respective 
program using reports from Jobs4TN. Training on eligibility determination, data validation, and the 
criteria used to generate reports will be provided by Performance unit staff. 
These reports will provide oversight of a participant’s eligibility to receive WIOA services—both from 
enrolled and exited participants—and ensure that supporting documentation is available in the 
participant’s file. Staff will document instances of noncompliance to note where corrections are 
required; this review will also inform future technical assistance training. Once the review has been 
conducted, documentation will be sent to the Program Integrity unit for final review before disbursal 
to the LWDBs and their staff. 
 
Notification Process 
The Program Integrity unit will notify the LWDB, and its staff, of the results from the desktop 
monitoring. This correspondence will include supporting documentation to demonstrate errors found 
during the review. Instances of noncompliance identified during the desktop review must be corrected 
within thirty (30) business days from reception of the monitoring report from the Program Integrity 
unit. 
 
Corrective Action 
The monitored entity will submit a corrective action plan within 30 business days subsequent to the 
release of a monitoring report that requires corrective action. Corrective action must be provided 
within thirty (30) business days of the receipt of the monitoring report. 
 
Annual On-Site Visit 
Throughout the program year, Workforce Services staff will conduct at least one on-site/virtual visit to 
each LWDB. These visits will be multi-day visits in which LWDB staff will be interviewed utilizing an 
altered version of the Core Monitoring Guide provided by USDOL. The tool being used for these 
reviews covers a variety of programmatic and administrative functions to assist in determining 
compliance to federal law. Along with this tool additional items may be addressed if a need is 
determined based on reported concerns or past findings. Along with the programmatic and 
administrative review, a fiscal review will be conducted, by the Budgeting and Reporting unit, by 
reviewing one grant in full detail. The results of these monitoring visits are intended to determine 
federal and state compliance along with highlighting best practices to be shared across the State. The 
schedule for these reviews will follow the schedule established between the Program Accountability 
Review unit and Program Integrity unit. 
 
Special Award Grant Monitoring 
Aside from awards given under WIOA, Workforce Services works to identify additional grants to meet 
the Governor’s initiatives (e.g. service to justice-involved individuals, apprenticeship training, and rural 
development). Funds received through these awards supplement efforts to provide job training and 
workforce development to all Tennesseans. 
Additional grants will be monitored in the same manner as other Workforce Services programs, such 
as WIOA Title I and SNAP; these grants are considered ‘mini programs’. At minimum—once a grant 



















Organization
Agape Child and Family Services

Alliance For Business And Training
Arbor E&T, LLC d/b/a Equus Workforce Solutions

Center for Employment Opportunities, Inc.
Chattanooga Goodwill Industries, Inc.

East Tennessee Human Resource Agency Inc
First Tennessee Development District
Goodwill Excel Center Midsouth, Inc.
Goodwill Industries - Knoxville, Inc.

Men of Valor
Meritan Inc

Northern Middle Tennessee Local Workforce Development Board, Inc.
Northwest Tennessee Workforce Board

South Central Tennessee Development District
Southeast TN Development District
Southwest Human Resource Agency

Tennessee Community Services Agency
The University of Tennessee

United Way of Middle Tennessee, Inc. DBA United Way of Metropolitan Nashville
Upper Cumberland Local Workforce Development Board, Inc.

Workforce MidSouth, Inc.
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Appendix D
Federal Regulation Complexity* Prior Experience* Last Time Monitored Level of Risk* Notes

Northeast WIOA Section 184(a)(4) 3 3 5/25/2022 3
East WIOA Section 184(a)(4) 3 3 8/2/2022 3

Southeast WIOA Section 184(a)(4) 3 3 3/22/2022 3
Upper Cumberland WIOA Section 184(a)(4) 3 3 8/22/2022 3

Northern Middle WIOA Section 184(a)(4) 3 3 4/20/2022 3
Southern Middle WIOA Section 184(a)(4) 3 3 5/26/2022 3

Northwest WIOA Section 184(a)(4) 3 3 11/15/2021 3
Southwest WIOA Section 184(a)(4) 3 3 9/7/2022 3

Greater Memphis WIOA Section 184(a)(4) 3 3 6/22/2022 3

TN CSA Central Procurement Office Grant Management and Subrecipient 
Monitoring Policy and ProceduresSection 9.1

1 3 5/6/2021 3
Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• Not monitored during  the 2021-2022 cycle

Meritan Central Procurement Office Grant Management and Subrecipient 
Monitoring Policy and ProceduresSection 9.1

1 3 8/5/2021 3
Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• Not monitored during  the 2021-2022 cycle

Center for Employment Opportunities Central Procurement Office Grant Management and Subrecipient 
Monitoring Policy and ProceduresSection 9.1

9/23/2021 3
Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• Not monitored during  the 2021-2022 cycle

University of TN - Extension Central Procurement Office Grant Management and Subrecipient 
Monitoring Policy and ProceduresSection 9.1

3 3 7/11/2022 1

Will be NOT monitored during the 2022-2023 cycle:
Identified as 'low risk' for the following reasons:
• High level of experience
• Prior monitoring results indicates low risk

United Way of Middle TN Central Procurement Office Grant Management and Subrecipient 
Monitoring Policy and ProceduresSection 9.1

3 2 5/11/2022 3

Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• Past concerns on financial management
•  Prior findings in monitoring review
•  Large financial responsibility

Chattanooga Goodwill
Central Procurement Office Grant Management and Subrecipient 

Monitoring Policy and ProceduresSection 9.1
1 2 5/18/2022 1

Will NOT be monitored during the 2022-2023 cycle:
Identified as 'low risk' for the following reasons:
• Low enrollment numbers
• Monitored during 2021-2022 with low impact finding

Arbor E&T
Central Procurement Office Grant Management and Subrecipient 

Monitoring Policy and ProceduresSection 9.1
3 2 7/11/2022 3

Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• Subrecipient did not have finalized monitoring prior to 2022-2023 cycle
• Organization serves as local area provider as well as E&T provider

Men of Valor
Central Procurement Office Grant Management and Subrecipient 

Monitoring Policy and ProceduresSection 9.1
2 2 6/27/2022 3

Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• No longer a direct partner; contracts will need to closeout
• Prior financial findings

Alliance for Business and Training
Central Procurement Office Grant Management and Subrecipient 

Monitoring Policy and ProceduresSection 9.1
3 3 5/25/2022 3

Will be monitored during the 2022-2023 cycle:
Identified as 'high risk' for the following reasons:
• Closeout as they are no longer a fiscal agent for Northeast TN

Identified as 'high risk' for the following reasons:
• Monitoring these subrecipients is required under federal law
• Entities are comprised of multiple programs of high

complexity

* 'Complexity', 'Prior Experience', and 'Level of Risk' are rated on a 1-3 scale of Professional Judgement
A score of '1' indicates 'Low' and '3' indicates 'High'



FY Entities to Monitor Entrance Conf. Exit Conf. Report Issued Synopsis of PAR Report Additional Comments
Response 
Needed

Subrecipient Response TDLWD Response
CAP 

Acceptance
Subrecipient Response TDLWD Response

CAP 
Acceptance

Subrecipient Response TDLWD Response
CAP 

Acceptance

Southeast / Southeast TN Development District 3/22/2022 4/27/2022 5/11/2022 Financial reports were not 
submitted timely.

Had to wait until the end of July to notate if sufficient 
changes to their reports has been taken. Sent an email 
out to Keira Pettus August 1, waiting for an update. A 
timely report was not submitted for July. Sent another 
email to Keaira to see if a timelt report was submited 
at the end of the month of August. Keaira will sned 
me an email as soons as they have been able to 
review if a report has been submitted timely. Asked 
about in beginning of August, did not recieve a 
response back.  On 9/21/2022, reached out to K.P. for 
an update. On September 26, 2022 "All of SE's 8/25 
FAR reports were submitted on 8/22 and approve on 
8/23; except LWSEP221YOUTH23 because the contract 
wasn't fully executed until 8/29. All of their 8/25 MERs 
weren't scheduled until 8/29 and approved by Brian's 
team on 9/2. They have their 9/25 ones in before the 
due date and I'm working on them now."

6/23/2022 6/10/2022 No

Northern Middle / North TN Workforce Board 4/20/2022 5/25/2022 5/31/2022 No Findings 7/13/2022 Yes
East LWDA 8/2/2022 9/21/2022
Northwest / Northwest TN Workforce Board, Inc. 11/15/2021 2/15/2022 2/16/2022 No Findings 3/31/2022 Yes

Northeast LWDA

5/25/2022 8/3/2022 8/15/2022 Out of Period Expenditures

 On 9/21/2022, reached out to K.P. for an update. On 
September 26, 2022 "For both LWNE and Men of 

Valor, they both have successfully submitted claims 
and received payement."

9/27/2022 No

Greater Memphis LWDA 6/22/2022 9/7/2022
Upper Cumberland LWDA 8/22/2022
Southwest LWDA 9/7/2022
Southern Middle LWDA 5/26/2022 7/15/2022 7/19/2022 No Findings 8/30/2022 Yes
Goodwill Knox (Close-out only) 1/11/2022 3/11/2022 3/16/2022 No Findings 4/28/2022 Yes
United Way 5/11/2022 9/1/2022

Men of Valor 6/27/2022 8/5/2022 8/23/2022
Ineligble Participant Expenditures; 

Out of Period Expenditures; 
Ineligible Sales Tax was Charged

$800 Questioned Costs; $254 Questions Costs; $0.41 
Questions Costs, Respectively. A check was sent but 

has not taken affect on August 29th. As of 
09/19/2022, reimbursement was sent back to MoV to 
make a correction for the disallowed expenditure. On 

9/21/2022, reached out to K.P. for an update.  On 
September 26, 2022 "For both LWNE and Men of 

Valor, they both have successfully submitted claims 
and received payement."

10/5/2022 8/31/2022 No

Arbor (21-22) 7/11/2022
University of TN (UT) 7/11/2022
Goodwill Chattanooga (SNAP only) 5/18/2022 6/7/2022 7/1/2022 Miscalculation of Worked Hours 8/12/2022
Urban League (Close-out only) 5/6/2022 8/23/2022 8/23/2022 No Findings 10/4/2022 Yes
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Category
WIOA Title I

Adult Participant  Review
Compliant

Non-
Compliant

N/A Comments citation

Participant Info State ID
Participant Info Participant Name
Participant Info Case Manager
Participant Info AJC
Participant Info Local Area
Participant Info Participant Birth Date
Participant Info Verfication of age uploaded to VOS
Individual Career Services Date of Title 1 Adult enrollment application 
Individual Career Services Enrollment application signature uploaded to VOS
Participant Info Participant Age at time of enrollment
Veteran Veteran or eligible spouse?
Veteran Veteran documentation uploaded to VOS
Veteran Received DVOP Service
Citizenship Status US Work Authorized and uploaded to VOS
Citizenship Status Selective Sevice Registration and uploaded to VOS
Individual Career Services Objective Assessment conducted with participant
Individual Career Services Assessment test results uploaded to VOS

Individual Career Services
Individual Employment Plan (IEP) signed by participant 
uploaded to VOS

Individual Career Services Short/Long Term Objectives listed in the IEP
Individual Career Services Waivers
Low-Income Individual Participant's county of residence
Low-Income Individual Family Size
Low-Income Individual Entered annualized income
Low-Income Individual Metro or Non-Metro
Low-Income Individual Lower Living Standard Income Level Threshold
Low-Income Individual Documentation demonstrates low-income status?

Public Assistance
Supplemental Nutrition Assistance Program (SNAP) and 
uploaded to VOS

Public Assistance Temporary Assistance for Needy Families (TANF)
Public Assistance Other Public Assistance (specify)

Public Assistance
Social Security Income (SSI)/Social Security Disability 
Income (SSDI)

Adult eligibility Must be 18 years or older
AND  after an assessment, Title 1 staff determines that 
the individual is (all of these):

Adult eligibility 
•Unlikely or unable to obtain or retain self-sufficient
employment 20 CFR 680.210

Adult eligibility 
•The individual is determined eligible in accordance with 
the State and local priority system in effect for adults.

Co-enrollment referred to partner program(s)
Co-enrollment what program(s)
Co-enrollment received WP services during Title 1 enrollment
Co-enrollment date received WP services

Individual Training Account (ITA)
[300] Activity code entered for Occupational Skills 
Training

Individual Training Account (ITA) Training justification documentation

Individual Training Account (ITA)
In need of training services to obtain or retain self-
sufficient employment; and

Individual Training Account (ITA)
Has the skills and qualifications to participate 
successfully in training services

Individual Training Account (ITA)
The individual must select a program of training services 
that is directly linked to the employment opportunities in 
the local area or the planning region.

Individual Training Account (ITA)

The individual is unable to obtain grant assistance from 
other sources to pay the costs of such training or has a 
remaining an unmet need after other grant assistance is 
exhausted.

Individual Training Account (ITA)
ITA training provider is on the local Eligible Training 
Provider List (ETPL)

Individual Training Account (ITA) Acceptance letter with dates uploaded
Individual Training Account (ITA) Cost sheet from ETP uploaded
Individual Training Account (ITA) Voucher created to pay for participant training

Individual Training Account (ITA)
Participant applied for, and exahusted, all federal 
subsidies for education?

Individual Training Account (ITA) Grades/Case notes indicating participant progress
Individual Training Account (ITA) Activity begin date
Individual Training Account (ITA) Activity end date
Individual Training Account (ITA) Status at the time of audit:
Individual Training Account (ITA) •Currently enrolled 
Individual Training Account (ITA) •Successful completion
Individual Training Account (ITA) •Unsuccessful completion
Individual Training Account (ITA) •Dropped out of activity
Individual Training Account (ITA) •Voided
Individual Training Account (ITA) Measurable skills gain entered
Individual Training Account (ITA) Credential entered in program section of VOS
Individual Training Account (ITA) Credential uploaded to VOS
Apprenticeship [314] Activity code entered for Apprenticeship
Apprenticeship Activity begin date
Apprenticeship Activity end date
Apprenticeship Apprenticeship Agreement uploaded to VOS
Apprenticeship Successful completion
Apprenticeship Date of successful completion
Apprenticeship Unsuccessful/dropped
On-The-Job Training (OJT) [301] Activity code entered for OJT
On-The-Job Training (OJT) OJT contract uploaded to VOS
On-The-Job Training (OJT) Training outline uploaded to VOS
On-The-Job Training (OJT) Number of hours worked documented
On-The-Job Training (OJT) Activity begin date
On-The-Job Training (OJT) Activity end date
On-The-Job Training (OJT) Participant retained beyond end of OJT
On-The-Job Training (OJT) Successful completion
On-The-Job Training (OJT) Date of successful completion
On-The-Job Training (OJT) Unsuccessful/drop
Work Experience [219] Activity code entered for Work Experience
Work Experience Work experience agreement uploaded to VOS
Work Experience Training outline/education component info present
Work Experience Activity begin date
Work Experience Activity end date
Work Experience Time sheets uploaded to VOS
Work Experience Payment requests / Invoices / Vouchers
Work Experience Successful completion
Work Experience Date of successful completion
Work Experience Unsuccessful/drop
Supportive Service Activities Activity code entered

Supportive Service Activities
Justification for supportive services 
(i.e. participating in training/employment activity; in an 
activity above)

Supportive Service Activities Reference to payment request / Invoices / Vouchers
Supportive Service Activities Attendance records
Exit / Follow-Up Information Exit date

Exit / Follow-Up Information
Activity Exit Status (verification present, case noted, 
uploaded)
Educational status at exit:

Exit / Follow-Up Information •In school; post-secondary
Exit / Follow-Up Information •Not attending school or secondary school dropout

Exit / Follow-Up Information
•Not attending school; secondary school  graduate or 
has a recognized equivalent

Exit / Follow-Up Information
Entered post-secondary (verification present, case noted, 
uploaded)

Exit / Follow-Up Information Obtained employment
Exit / Follow-Up Information Last date of contact
Exit / Follow-Up Information Follow-up services provided
Exit / Follow-Up Information Follow-up activity entered
Exit / Follow-Up Information Follow-up quarters completed to date

Exit / Follow-Up Information
Case notes adequate to follow participant's progress 
throughout services

ADULT ATTRIBUTE SHEET
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Category
WIOA Title I

DW Participant Review
Compliant

Non-
Compliant

N/A Comments

Participant Info State ID
Participant Info Participant Name
Participant Info Case Manager
Participant Info AJC
Participant Info Local Area
Participant Info Participant Birth Date
Participant Info Verfication of age uploaded to VOS
Individual Career Services Date of Title 1 DW enrollment application 
Individual Career Services Enrollment application signature uploaded to VOS
Participant Info Participant Age at time of enrollment
Educational Status at time of enrollment In school; post-secondary
Educational Status at time of enrollment Not attending school or secondary school dropout

Educational Status at time of enrollment Not attending school; secondary school  graduate or 
has a recognized equivalent

Educational Status at time of enrollment Not attending school; within age of compulsory school 
attendance

Employment Status at time of enrollment Employed
Employment Status at time of enrollment Unemployed
Employment Status at time of enrollment Under-employed
Employment Status at time of enrollment Long-term unemployed (27 consecutive weeks or 

Employment Status at time of enrollment Employed, but received notice of termination of 
employment or military separation

Employment Status at time of enrollment UI claimant
DW eligibility Date of dislocation
DW eligibility Category of dislocation
DW eligibility Must be 18 years or older

DW eligibility 

AND  after an assessment, Title 1 staff determines that 
the individual is (all of these):

Public Assistance Supplemental Nutrition Assistance Program (SNAP) and 
uploaded to VOS

Public Assistance Temporary Assistance for Needy Families (TANF)
Public Assistance Other Public Assistance (specify)

Public Assistance Social Security Income (SSI)/Social Security Disability 
Income (SSDI)

Veteran Veteran or eligible spouse?
Veteran Veteran documentation uploaded to VOS
Citizenship Status US Work Authorized and uploaded to VOS
Citizenship Status Selective Sevice Registration and uploaded to VOS
Individual Career Services Objective Assessment conducted with participant

Individual Career Services Individual Employment Plan (IEP) signed by participant 
uploaded to VOS

Individual Career Services Short/Long Term Objectives listed in the IEP
Individual Career Services Waivers
Low-Income Individual Participant's county of residence
Low-Income Individual Family Size
Low-Income Individual Entered annualized income
Low-Income Individual Metro or Non-Metro
Low-Income Individual Lower Living Standard Income Level Threshold
Low-Income Individual Documentation demonstrates low-income status?
Barriers Displaced homemaker
Barriers Low-income individual
Barriers Indians, Alaska Natives, and Native Hawaiians
Barriers Individuals with disabilities, including youth
Barriers Older Indivduals
Barriers Ex-Offender
Barriers Aged out of foster care
Barriers English language learner
Barriers Eligible migrant seasonal farm worker
Barriers Individuals within 2 years of exhausting Social Security
Barriers Homeless individual
Barriers Long-term unemployed
Barriers Single parent
Co-enrollment TAA eligible
Co-enrollment Referred to partner program(s)
Co-enrollment What program(s)
Co-enrollment Received WP services during Title 1 enrollment
Co-enrollment Date received WP services

Individual Training Account (ITA) [300] Activity code entered for Occupational Skills
Training

Individual Training Account (ITA) Activities in good standing?
(i.e. actual begin date entered, no system closed, etc.)

Individual Training Account (ITA) Training justification documentation

Individual Training Account (ITA)
•Unlikely or unable to obtain or retain self-sufficient 
employment 

Individual Training Account (ITA)
In need of training services to obtain or retain self-
sufficient employment; and

Individual Training Account (ITA) Has the skills and qualifications to participate 
successfully in training services

Individual Training Account (ITA) Assessment test results uploaded to VOS

Individual Training Account (ITA)
The individual must select a program of training 
services that is directly linked to the employment 
opportunities in the local area or the planning region.

Individual Training Account (ITA) ITA training provider is on the local Eligible Training 
Provider List (ETPL)

Individual Training Account (ITA) Acceptance letter with dates uploaded
Individual Training Account (ITA) Cost sheet from ETP uploaded
Individual Training Account (ITA) Voucher created to pay for participant training

Individual Training Account (ITA) Participant applied for, and exahusted, all federal 
subsidies for education?

Individual Training Account (ITA) Grades/Case notes indicating participant progress
Individual Training Account (ITA) Activity begin date
Individual Training Account (ITA) Activity end date
Individual Training Account (ITA) Status at the time of audit:
Individual Training Account (ITA) •Currently enrolled
Individual Training Account (ITA) •Successful completion
Individual Training Account (ITA) •Unsuccessful completion
Individual Training Account (ITA) •Dropped out of activity
Individual Training Account (ITA) •Voided
Individual Training Account (ITA) Measurable skills gain entered
Individual Training Account (ITA) Credential entered in program section of VOS
Individual Training Account (ITA) Credential uploaded to VOS
Apprenticeship [314] Activity code entered for Apprenticeship

Apprenticeship Activities in good standing?
(i.e. actual begin date entered, no system closed, etc.)

Apprenticeship Activity begin date
Apprenticeship Activity end date
Apprenticeship Apprenticeship Agreement uploaded to VOS
Apprenticeship Successful completion
Apprenticeship Date of successful completion
Apprenticeship Unsuccessful/dropped
On-The-Job Training (OJT) [301] Activity code entered for OJT

On-The-Job Training (OJT) Activities in good standing?
(i.e. actual begin date entered, no system closed, etc.)

On-The-Job Training (OJT) OJT contract uploaded to VOS
On-The-Job Training (OJT) Training outline uploaded to VOS
On-The-Job Training (OJT) Number of hours worked documented
On-The-Job Training (OJT) Activity begin date
On-The-Job Training (OJT) Activity end date
On-The-Job Training (OJT) Participant retained beyond end of OJT
On-The-Job Training (OJT) Successful completion
On-The-Job Training (OJT) Date of successful completion
On-The-Job Training (OJT) Unsuccessful/drop
Work Experience [219] Activity code entered for Work Experience

Work Experience Activities in good standing?
(i.e. actual begin date entered, no system closed, etc.)

Work Experience Work experience agreement uploaded to VOS
Work Experience Training outline/education component info present
Work Experience Activity begin date
Work Experience Activity end date
Work Experience Time sheets uploaded to VOS
Work Experience Payment requests / Invoices / Vouchers
Work Experience Successful completion
Work Experience Date of successful completion
Work Experience Unsuccessful/drop
Supportive Service Activities Activity code entered

Supportive Service Activities
Justification for supportive services 
(i.e. participating in training/employment activity; in an 
activity above)

Supportive Service Activities Reference to payment request / Invoices / Vouchers
Supportive Service Activities Attendance records
Exit / Follow-Up Information Exit date

Exit / Follow-Up Information Activity Exit Status (verification present, case noted, 
uploaded)
Educational status at exit:

Exit / Follow-Up Information •In school; post-secondary
Exit / Follow-Up Information •Not attending school or secondary school dropout

Exit / Follow-Up Information •Not attending school; secondary school  graduate or 
has a recognized equivalent

Exit / Follow-Up Information Entered post-secondary (verification present, case 
noted, uploaded)

Exit / Follow-Up Information Obtained employment
Exit / Follow-Up Information Last date of contact
Exit / Follow-Up Information Follow-up services provided
Exit / Follow-Up Information Follow-up activity entered
Exit / Follow-Up Information Follow-up quarters completed to date

Exit / Follow-Up Information Case notes adequate to follow participant's progress 
throughout services

DISLOCATED WORKER ATTRIBUTE SHEET



Category
WIOA Title I

Youth Participant Review
Compliant

Non-
Compliant

N/A Comments citation

Participant Info State ID
Participant Info Participant Name
Participant Info Case Manager
Participant Info AJC
Participant Info Local Area
Participant Info Participant Birth Date
Participant Info verfication of age uploaded to VOS
Individual Career Services Date of Title 1 Youth enrollment application 
Individual Career Services Enrollment application signature uploaded to VOS
Participant Info Participant Age at time of enrollment
Veteran Veteran or eligible spouse?
Veteran Veteran documentation uploaded to VOS
Veteran Received DVOP Service
Citizenship Status US Work Authorized and uploaded to VOS
Citizenship Status Selective Sevice Registration and uploaded to VOS
Individual Career Services Objective Assessment conducted with participant
Individual Career Services Objective Assessment signed and uploaded to VOS
Individual Career Services Assessment test results uploaded to VOS

Individual Career Services Individual Employment Plan (IEP) signed by participant 
uploaded to VOS

Individual Career Services Goals and objectives listed in the IEP
Individual Career Services Waivers
Low-Income Individual Participant's county of residence
Low-Income Individual Family Size
Low-Income Individual Entered annualized income
Low-Income Individual Metro or Non-Metro
Low-Income Individual Lower Living Standard Income Level Threshold
Low-Income Individual Documentation demonstrates low-income status?

Public Assistance Supplemental Nutrition Assistance Program (SNAP) and 
uploaded to VOS

Public Assistance Temporary Assistance for Needy Families (TANF)
Public Assistance Other Public Assistance (specify)

Public Assistance Social Security Income (SSI)/Social Security Disability 
Income (SSDI)

OSY eligibility must be between the ages of 16-24
AND  must be one of the following: 20 CFR 680.210

OSY eligibility •School dropout

OSY eligibility 

•Youth within age of compulsory school attendance but 
hasn’t attended school for at least the most recent 
complete school year calendar

OSY eligibility 
•Recipient of secondary diploma/equivalent who is low-
income and is BSD or ELL

OSY eligibility 
•An individual who is subject to the juvenile or adult 
justice system

OSY eligibility •Homeless/foster care
OSY eligibility •Pregnant or parenting
OSY eligibility •Has a disability

OSY eligibility 

•A low-income individual who requires additional 
assistance

ISY eligibility must be between the ages of 14-21
ISY eligibility AND low income
ISY eligibility OR 5% non-low-income exempt

AND one of the following:
ISY eligibility •Basic Skills Deficient
ISY eligibility •English Language Learner
ISY eligibility •An offender
ISY eligibility •Homeless/foster care
ISY eligibility •Pregnant or parenting
ISY eligibility •Has a disability

ISY eligibility 

•A low-income individual who requires additional 
assistance

Co-enrollment referred to partner program(s)
Co-enrollment what program(s)
Co-enrollment date(s) referred to partner program
Co-enrollment received WP services during Title 1 enrollment
Co-enrollment date received WP services

14 Program elements

[406] Tutoring, study skills training, instruction, and 
evidence-based dropout prevention and recovery 
strategies that lead to completion of the requirements 
for a secondary school diploma or its recognized 
equivalent. 

14 Program elements
[415] Alternative secondary school services, or dropout 
recovery services

14 Program elements

[425, 426] Paid and unpaid work experiences that have 
as a component academic and occupational education 
(summer employment, pre-apprenticeship, internships, 
job shadowing, OJT)

14 Program elements [416] Occupational skill training

14 Program elements
[432] Education offered concurrently with and in the 
same context as workforce preparation activities and 
training for a specific occupation or occupational cluster

14 Program elements [410] Leadership development opportunities
14 Program elements [419] Supportive services
14 Program elements [411] Adult mentoring (12+ months)
14 Program elements Follow-up services (12+ months)
14 Program elements [417] Comprehensive guidance and counseling
14 Program elements [431] Financial literacy education
14 Program elements [433] Entrepreneurial skills training
14 Program elements [435] LMI on in-demand industries/occupations

14 Program elements
[436] Postsecondary education and training transition 
preparation

Individual Training Account (ITA) [416 or 430] Activity code entered for Occupational Skills 
Training

Individual Training Account (ITA) training approval documentation

Individual Training Account (ITA) ITA training provider is on the local Eligible Training 
Provider List (ETPL)

Individual Training Account (ITA) Acceptance letter with dates uploaded
Individual Training Account (ITA) Cost sheet from ETP uploaded
Individual Training Account (ITA) Voucher created to pay for participant training

Individual Training Account (ITA) Participant applied for, and exahusted, all federal 
subsidies for education?

Individual Training Account (ITA) activity begin date
Individual Training Account (ITA) activity end date
Individual Training Account (ITA) Status at the time of audit:
Individual Training Account (ITA) •Currently enrolled 
Individual Training Account (ITA) •Successful completion
Individual Training Account (ITA) •Unsuccessful completion
Individual Training Account (ITA) •Dropped out of activity
Individual Training Account (ITA) •Voided
Individual Training Account (ITA) Measurable skills gain entered
Individual Training Account (ITA) Credential entered in program section of VOS
Individual Training Account (ITA) Credential uploaded to VOS
Adult Education [418] Activity code entered for Adult Education
Adult Education enrolled in Adult Education
Adult Education activity begin date
Adult Education activity end date
Adult Education HiSET obtained
Adult Education date HiSET obtained
Pre-Apprenticeship [434] Activity code entered for Apprenticeship
Pre-Apprenticeship activity begin date
Pre-Apprenticeship activity end date
Pre-Apprenticeship Apprenticeship Agreement uploaded to VOS
Pre-Apprenticeship Successful completion
Pre-Apprenticeship Date of successful completion
Pre-Apprenticeship Unsuccessful/dropped
On-The-Job Training (OJT) [428] Activity code entered for OJT
On-The-Job Training (OJT) OJT contract uploaded to VOS
On-The-Job Training (OJT) Training outline uploaded to VOS
On-The-Job Training (OJT) Number of hours worked documented
On-The-Job Training (OJT) activity begin date
On-The-Job Training (OJT) activity end date
On-The-Job Training (OJT) Participant retained beyond end of OJT
On-The-Job Training (OJT) Successful completion
On-The-Job Training (OJT) Date of successful completion
On-The-Job Training (OJT) Unsuccessful/drop
Work Experience [425] Activity code entered for Work Experience
Work Experience Work experience agreement uploaded to VOS
Work Experience Training outline/education component info present
Work Experience activity begin date
Work Experience activity end date
Work Experience Time sheets uploaded to VOS
Work Experience Payment requests / Invoices / Vouchers
Work Experience Successful completion
Work Experience Date of successful completion
Work Experience Unsuccessful/drop
Supportive Service Activities Activity code entered

Supportive Service Activities
Justification for supportive services 
(i.e. participating in training/employment activity; in an 
activity above)

Supportive Service Activities Reference to payment request / Invoices / Vouchers
Supportive Service Activities Attendance records
Youth Incentive Activity code entered

Youth Incentive
Justification for incentive present 
(i.e. tied to established goals, training/employment 
activity)

Youth Incentive Distribution of incentive uploaded
(supportive service with participant signature & date)

Youth Incentive Payment request / Invoices
Exit / Follow-Up Information exit date

Exit / Follow-Up Information Activity Exit Status (verification present, case noted, 
uploaded)
Educational status at exit:

Exit / Follow-Up Information •In school; secondary or less
Exit / Follow-Up Information •In school; post-secondary
Exit / Follow-Up Information •Not attending school or secondary school dropout

Exit / Follow-Up Information •Not attending school; secondary school  graduate or 
has a recognized equivalent

Exit / Follow-Up Information Entered post-secondary (verification present, case 
noted, uploaded)

Exit / Follow-Up Information obtained employment
Exit / Follow-Up Information last date of contact
Exit / Follow-Up Information Follow-up services provided
Exit / Follow-Up Information Follow-up activity entered
Exit / Follow-Up Information Follow-up quarters completed to date

Exit / Follow-Up Information Case notes adequate to follow participant's progress 
throughout services

YOUTH ATTRIBUTE SHEET



Category
SNAP E&T 

Participant  Review
Compliant/Effectiveness

Non-
Compliant

N/A Comments

Participant Info State ID
Participant Info Participant Name
Participant Info Case Manager
Participant Info AJC
Participant Info Local Area
Veteran Veteran or eligible spouse?
Veteran Referred to DVOP Service

Re-entry Did client identify as Justice Involved/Re-entry/criminal 
background issues?

Re-entry Was 188 activity code used?
Individual Career Services Date of DHS referral

Individual Career Services
An appointment must be entered in VOS (meaning a 
letter was mailed or virtual contact was made) within 2 
business days of referral from DHS

Individual Career Services The date of that scheduled appointment must be 
within 10 business days of DHS referral

Individual Career Services Appointment marked as 'attended', 'no show', or 
'rescheduled'

Individual Career Services SNAP Application completed

Individual Career Services [615] Activity Code entered for completion of initial
appointment (actual date = initial appointment date)

Individual Career Services [205] Activity Code entered for Individual Employment 
Plan (IEP) (actual date = initial appointment date)

Individual Career Services Follow-up appointment scheduled no later than 30 
days from last attended appointment

Individual Career Services Status notice sent within 2-5 business days after last 
appointment

Individual Career Services Status notice sent a minimum of each 30 days

Individual Career Services ABAWD status notice type was selected for those 
referred as ABAWDs

Individual Career Services

For able-bodied adults without dependents (ABAWDs), 
monthly DHS status notices list how many hours are 
met through SNAP E&T and documentation is 
uploaded to VOS with hours

Individual Career Services
If employment obtained, employment verifcation has 
been uploaded to VOS and entered in Programs 
section

Individual Career Services
If employment obtained, status notice including 
employment info must be sent to DHS within 10 days 
of being informed of employment

Individual Career Services Voluntary participant agreement signed and uploaded
Individual Career Services SNAP E&T Initial Contact Assessment uploaded to VOS
Individual Career Services Initial appointment case note
Individual Career Services •States an intake/assessment was completed
Individual Career Services •Lists barriers to employment
Individual Career Services •Lists goal(s) of program
Individual Career Services •Lists action steps to complete goal
Individual Career Services IEP steps are updated in case notes

Individual Career Services Case notes document all funding that is being provided 
by E&T

Individual Career Services Case note entered every 30 days for follow-up 
appointments while participating

Individual Career Services Follow-up case notes are clear and detailed

Individual Career Services

Case notes entered within 10 business days for any 
information that may affect the participant's SNAP 
eligibility, ie; obtaining a job, changes in income, or 
other relevant information

Co-enrollment Referred to partner program(s) in case notes
Co-enrollment What partner program(s)
Co-enrollment Received WP services during SNAP E&T enrollment
Co-enrollment Date received WP services
Adult Education [625] Activity code entered for refer to Adult Education
Adult Education [625] Activity code entered for enroll in Adult Education

Adult Education Activity code begin date, projected end date, and actual 
end dates entered correctly

Adult Education Status at time of audit:
Adult Education •Currently enrolled (at the time of audit)
Adult Education •Successful completion
Adult Education •Unsuccessful completion
Adult Education HiSET obtained
Adult Education Date HiSET obtained

Workforce Services [627] Activity code entered for Refer to Workforce 
Service

Workforce Services [628] Activity code entered for Enroll to Workforce
Service

Workforce Services Activity code begin date, projected end date, and actual 
end dates entered correctly

Workforce Services Cost sheet from ETP uploaded

Workforce Services Voucher created to pay for participant training and/or 
allowable support costs related to training

Workforce Services Participant applied for, and exahusted, all federal 
subsidies for education?

Workforce Services Status at time of audit:
Workforce Services •Currently enrolled (at the time of audit)
Workforce Services •Successful completion
Workforce Services •Unsuccessful completion
Workforce Services Credential entered in program section of VOS
Workforce Services Credential uploaded to VOS
Vocational/Technical [629] Activity code entered for refer to Vo Tech
Vocational/Technical [630] Activity code entered for enroll in Vo Tech

Vocational/Technical Activity code begin date, projected end date, and actual 
end dates entered correctly

Vocational/Technical Cost sheet from ETP uploaded

Vocational/Technical Voucher created to pay for participant training and/or 
allowable support costs related to training

Vocational/Technical Participant applied for, and exahusted, all federal 
subsidies for education?

Vocational/Technical Status at time of audit:
Vocational/Technical •Currently enrolled (at the time of audit)
Vocational/Technical •Successful completion
Vocational/Technical •Unsuccessful completion
Vocational/Technical Credential entered in program section of VOS
Vocational/Technical Credential uploaded to VOS
Work Experience [619] Activity code entered for Refer to Work 

Work Experience [620] Activity code entered for Enroll in Work 
Experience

Work Experience Activity code begin date, projected end date, and actual 
end dates entered correctly

Work Experience Time sheets uploaded to VOS
Work Experience Status at time of audit:
Work Experience •Currently enrolled (at the time of audit)
Work Experience •Successful completion
Work Experience •Unsuccessful completion

Job Search Training [633] Activity code entered for Refer to Job Search 
Training

Job Search Training [634] Activity code entered for Enroll in Job Search 
Training

Job Search Training Activity code begin date, projected end date, and actual 
end dates entered correctly

Job Search Training JST activity tracker uploaded to VOS
Job Search Training Status at time of audit:
Job Search Training •Currently enrolled (at the time of audit)
Job Search Training •Successful completion
Job Search Training •Unsuccessful completion
Work Readiness [635] Activity code entered for Refer to Work Readiness
Work Readiness [636] Activity code entered for Enroll in Work Readiness

Work Readiness Activity code begin date, projected end date, and actual 
end dates entered correctly

Work Readiness Status at time of audit:
Work Readiness •Currently enrolled (at the time of audit)
Work Readiness •Successful completion
Work Readiness •Unsuccessful completion

Supportive Services Attendance documentation uploaded for all 
transportation assistance issued through SNAP E&T

Supportive Services
Childcare referral sent to DHS, case notes and 
uploaded to VOS

Job Retention Assistance [639] Activity code entered for Refer to Job Retention 
Assistance

Job Retention Assistance [640] Activity code entered for Enroll in Job Retention 
Assistance

Job Retention Assistance Activity code begin date, projected end date, and actual 
end dates entered correctly

Job Retention Assistance
Received SNAP benefits current or previous month of 
JR enrollment and confirmation from DHS uploaded to 
VOS

Job Retention Assistance Employment verification uploaded to VOS
Job Retention Assistance Voucher created to pay for work related items
Job Retention Assistance Transportation assistance provided 

Job Retention Assistance Activity open for minimum 30 days and maximum 90 
days

Job Retention Assistance Mandatory follow up with client before closing activity 
documented in case notes

Job Retention Assistance Status at time of audit:
Job Retention Assistance •Currently enrolled (at the time of audit)
Job Retention Assistance •Successful completion
Job Retention Assistance •Unsuccessful completion

SNAP E&T ATTRIBUTE SHEET



Monitoring Tool: Equal Employment Opportunity 
Subrecipient: 
Date: 
Completed By: 
Review Date: 
TDLWD Monitor: 
Has the Local 
Workforce 
Development Area 
(LWDA) appointed 
its 
equal opportunity 
officer for WIOA 
Title I 
services? 

☐Yes ☐No ☐N/A Comments: 

Has the LWDA 
provided 
reasonable 
accommodations 
for persons with 
disability? If not, 
see below. 

☐Yes ☐No ☐N/A Comments: 

Does the LWDA 
provide initial and 
continuing notice  
(using the required 
nondiscrimination 
language) that it 
does not 
discriminate on 
any prohibited 
grounds? 

☐Yes ☐No ☐N/A Comments: 

Does the LWDA publish or broadcast program information in the news media? If so, does the LWDA indicate in 
the publications and broadcasts that: 
The WIOA funded 
program or activity 
in question is an 
equal opportunity 
employer/program? 

☐Yes ☐No ☐N/A Comments: 

Auxiliary aids and 
services are 
available upon 
request to 
individuals with 
disabilities? 

☐Yes ☐No ☐N/A Comments: 

Appendix F



 
Monitoring Tool: Equal Employment Opportunity 

Has the LWDA 
applied analysis to 
its programs in 
order to determine 
how best to deliver 
language assistance 
to individuals who 
are Limited English 
Proficient (LEP)? 

☐Yes ☐No ☐N/A Comments: 

 

If the analysis indicates the need for language assistance services, does the LWDA have in place one or more of 
the following oral interpretation services: 
Bi-lingual staff? ☐Yes ☐No ☐N/A  
Staff interpreters? ☐Yes ☐No ☐N/A  
Contract 
interpreters? 

☐Yes ☐No ☐N/A  

Telephone 
interpretation? 

☐Yes ☐No ☐N/A  

 

Do the LWDA’s 
written translation 
procedures fall 
within the “Safe 
Harbor” provisions? 

☐Yes ☐No ☐N/A Comments: 

 

Does the LWDA have policies and procedures in place which ensure that interpreters and/or interpreter services 
provide interpretations as follows: 
With demonstrated 
proficiency and 
ability to interpret 
in both English and 
the other language, 
and the ability to 
identify 
consecutive, 
summary, 
simultaneous, or 
sight 
interpretations? 

☐Yes ☐No ☐N/A Comments: 

With knowledge of 
specialized terms 
and concepts of the 
program, 
vocabularies and 
phrases used by the 
LEP person? 

☐Yes ☐No ☐N/A Comments: 

  



 
Monitoring Tool: Equal Employment Opportunity 

Does the LWDA have policies and procedures in place which ensure the following: 
Those interpreters 
must certify that 
they will deliver 
interpretations that 
are accurate and 
not biased? 

☐Yes ☐No ☐N/A Comments: 

Those interpreters 
shall accept 
payment for 
services only from 
the LWDA and 
never from the 
client? 

☐Yes ☐No ☐N/A Comments: 

 

After applying the 4-Factor Analysis, and if the need for translation of vital documents is reasonable and 
necessary, does the LWDA provide written translations of: 
Consent and 
complaint forms? 

☐Yes ☐No ☐N/A Comments: 

A list of One-Stop 
partners and 
services offered? 

☐Yes ☐No ☐N/A Comments: 

Appeals 
documents? 

☐Yes ☐No ☐N/A Comments: 

Notices requiring a 
response from 
clients? 

☐Yes ☐No ☐N/A Comments: 

Information on the 
right to file 
complaints of 
discrimination? 

☐Yes ☐No ☐N/A Comments: 

Information on the 
provision of 
services to 
individuals with 
disabilities? 

☐Yes ☐No ☐N/A Comments: 

State wage, hour, 
safety, and health 
information? 

☐Yes ☐No ☐N/A Comments: 

Notices of free 
language 
assistance? 

☐Yes ☐No ☐N/A Comments: 

 

Does the LWDA have procedures and policies in place which ensure planning and development of: 
Methods of 
identifying LEP 
individuals who 
need language 
assistance? 

☐Yes ☐No ☐N/A Comments: 



 
Monitoring Tool: Equal Employment Opportunity 

Training for staff on 
the available 
language services 
and how to use 
them? 

☐Yes ☐No ☐N/A Comments: 

Easily-accessible 
and widely- known 
notices of free 
language 
assistance? 

☐Yes ☐No ☐N/A Comments: 

Training staff on 
monitoring 
interpreter activity? 

☐Yes ☐No ☐N/A Comments: 

 

Does the covered 
LWDA have policies, 
procedures, and 
auxiliary aids and 
services in place 
which ensure the 
reasonable and 
necessary delivery 
of program services 
to qualified 
individuals who 
have physical 
and/or mental 
impairments? 

☐Yes ☐No ☐N/A Comments: 

Does the covered 
LWDA have policies 
and procedures in 
place that ensure 
that individuals 
with qualifying 
disabilities will be 
referred for 
auxiliary aids and 
services? 

☐Yes ☐No ☐N/A Comments: 

Does the LWDA 
have in place 
communication 
devices, such as TTY 
or TDD, or an 
equally effective 
communication 
system, for 
participants with a 
hearing 
impairment? 

☐Yes ☐No ☐N/A Comments: 



 
Monitoring Tool: Equal Employment Opportunity 

If the LWDA has 
determined that 
the provision of 
accommodations 
would 
fundamentally alter 
the delivery of 
program, service, or 
activity, then does 
the LWDA have a 
written statement 
which details the 
reasons for 
reaching this 
conclusion? 

☐Yes ☐No ☐N/A Comments: 

Does the LWDA 
have clearly visible 
signage, at the 
primary entrances 
of each inaccessible 
facility that refers 
individuals, with 
disabilities, to 
information about 
accessible facilities? 

☐Yes ☐No ☐N/A Comments: 

Does the LWDA 
have the 
international 
symbol for 
accessibility at the 
primary entrances 
of each accessible 
facility? 

☐Yes ☐No ☐N/A Comments: 

 

Do the LWDA’s published personnel policies and procedures prohibit actions defined in Section 37.11 of the 
implementing regulations? These are: 
Intimidation and 
retaliation for filing 
a complaint or 
furnishing 
information 
regarding 
management of a 
WIOA assisted 
program, service, or 
activity. 

☐Yes ☐No ☐N/A Comments: 

  



 
Monitoring Tool: Equal Employment Opportunity 

Is the initial and continuing notice provided that discrimination is prohibited? Is it: 
In internal 
memoranda, both 
hard copy and 
electronic? 

☐Yes ☐No ☐N/A Comments: 

In handbooks or 
manuals? 

☐Yes ☐No ☐N/A Comments: 

Made available to 
each participant 
and included in the 
participant’s file? 

☐Yes ☐No ☐N/A Comments: 

Made available, in 
appropriate 
formats, to 
individuals with 
visual impairments? 

☐Yes ☐No ☐N/A Comments: 

 

Do the LWDA’s 
orientations and 
other presentations 
to new employees, 
participants, 
employers and the 
general public 
include a discussion 
of the 
nondiscrimination 
and equal 
opportunity 
provisions 
applicable to WIOA 
programs? 

☐Yes ☐No ☐N/A Comments: 

Does the LWDA 
system have a 
complaint log which 
is used to record 
any complaints of 
discrimination? 

☐Yes ☐No ☐N/A Comments: 

  



Monitoring Tool: Equal Employment Opportunity 
Does the LWDA 
have 
documentation to 
ensure that all On-
the-Job Training 
plans, contracts, 
and other similar 
agreements are 
non- discriminatory 
and contain 
provisions 
regarding non-
discrimination and 
equal opportunity? 

☐Yes ☐No ☐N/A Comments: 

How does the 
LWDA provide 
disability awareness 
training for 
designated staff at 
the One-Stop 
Center? 

☐Yes ☐No ☐N/A Comments: 

Has the contract 
agency received any 
discrimination 
complaints during 
the last fiscal year 
or during the 
current contract 
year? Explain. 

☐Yes ☐No ☐N/A Comments: 

What assurances of 
compliance have 
been signed by the 
agency? 

☐Yes ☐No ☐N/A Comments: 

When and by who 
were they signed? 

☐Yes ☐No ☐N/A Comments: 

What 
documentation 
does the agency 
keep as proof of its 
non-discriminatory 
status? 

☐Yes ☐No ☐N/A Comments: 
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